Eton Porny C. of E. First School
REQUEST FOR EXCEPTIONAL LEAVE OF ABSENCE 
[image: ]
 (to be made at least 14 days prior to requested start date)

In 2013 amendments were made to the 2006 regulations in the Education (Pupil Registration) (England) (Amendment) Regulations 2013. The amendments make clear that headteachers may not grant any leave of absence during term time unless there are exceptional circumstances.  Should exceptional circumstances be identified then Headteachers should determine the number of school days a child can be away from school. 

Holidays and family weddings/celebrations are not considered exceptional circumstances.  There are approximately 195 school days (390 sessions) a year which your child is expected to attend. There are also approximately 71 days (142 sessions) of school holidays. This is over 13 school weeks. Please ensure that your holidays are taken during this period.  
If an absence is unauthorised:
· It will recorded as such on your child’s school record
· It may be referred to the Education Welfare Officer to be considered for a Fixed Penalty Notice (FPN) or other action. Please see further information about Fixed Penalty Notices (FPN) below
· If a child fails to return by the agreed date, the Education Welfare Officer will be informed.  In extreme cases a student may be removed from the school roll in accordance with the DFE Guidance on Pupil Registration (England) Regulations 2006.  Parents/carers will need to re-apply for a place via the Local Authority Admissions Team.


Child’s  Full Name: …………………………………………………..………………….                  Year Group:………………………………….
Dates for which leave of absence is requested:
From: ……………………………………………………..			To: ……………………………………………………….
(first day of absence)       	(last day of absence)
Total number of school days:  ………………………				
Please give the exceptional circumstances which prevent this leave being taken during a school holiday period (please continue on a separate sheet if necessary)
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...………………………………………………………………………………………………..………………………….…
………………………………………………………………………………………………………………………………

Date of application: …………………………………..………….  Signed: ………………………………………...………………………… Parent/Carer

TO BE RETURNED TO THE SCHOOL OFFICE
For Office Use Only
Exceptional Leave of Absence is NOT APPROVED (the absence will be recorded as UNAUTHORISED)

Exceptional Leave of Absence is APPROVED (the absence will be recorded as AUTHORISED *)


Signed: ………………………..…………………………………………………….			Date:…………………………………… (Headteacher or Office Manager)
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